
UCPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION i 

i 
INSTRUCTIONS: See Publication No. 78-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol' Avenue, Atlanta, Georgia, 30334.' 

L. -.-_- Post Off ice Box' 2406 
Savannah, Georgia 31402 

2. %rum to Contact 

.! ,?<? ,z .! &r:;$ . ~ 

fL.2t-X ! ..:J?!;s3 
5.  Recvrdr Series Title (fo//av.& 57 rj*k WCG' i? offke; if different) 

.*t 

Policies and related correspondence. 
~ 

I One to six months old 200 ; Seven to twelve months old 100 
! twenty-five months and older . . - ?  May need to reference back occassionally. 

; Thirteen to twenty-four months old L; 

File is arranged: 1 Alphabetically by company name. 

I 8. Monthly Referenccl Rate How often are records referred to which are: I 



ined in this series ever analyzed and/or recorded in a summarized report? 

. Is therea duplication of th is  series in your office, or in another office or agency? 

: 7 3 %  %stention Requirements 

~ 3. %re L 3 w  -years. d. Audit period years. 
2. ...:**~te 0' :I:;lit:;+n -----.-years. e. Administrative need 4-12 -.years. 

_ I  . . ______ -.----.-yearf; 

The following requires the series t o  be kept: 
! ..i 

-. ! 

~~ f .  Federai~icteiition innructions ~-.years. - . ~ ~ ~ , . , ~ ~ ~ ,  ,'ir -- ~.~ ---i - ~- ~7~~ ' 
~~~ 

-~ ~~~~ 

A(: ,rh c c r v  r,: ?, :*'id n: !E-: j r  ytJ:ct:?r .s.  Expl3in admnistrative need 

As i o n g  as p o l i c y  i s  app l i ed  aga ins t  a ' c i a i m ,  we should r e t a i n  a copy of t h e  p o l i c y  
w i t h  t h e  c l a i m  regard less of  whether t h e  poI , icy  has expi red.  

k v l i e r i e s  be cut oti a t  thh end of each: 

0 Calendar Year: 0 Fiscal r e a r ;  '3 Other JnCe D o l  i cv  e x D i r e s ~  then, 

3 !?old iv n e  current f i les ar93 month(s) __ year(s); then ;. 
. ," I 

i 

' 
.- i:.ejst+ it; ,;:as,: +;:ijyvj$ ::+- T!,?;.; bc!d -sjo.=;',5); :hen 
u ."i[7.3:' 

3 'i;:nsf:r :c. .<:A:? i - c h ~ ~ ; s .  ' i r  permanent vetention. 
9 C!trer . ':,-:::.t, j 

- ,. 

! 
I 
I : 
' ,  

-Upon e x p i r a t i o n  of  pol icy ,  remove from a c t i v e  f i  l e  and p lace  i n  i n a c t i v e  f i le:  c u t  
o f f  i n a c t i v e  f i l e  a t  t h e  end o f  each f i s c a l  year: Transfer  t o  l oca l  ho ld ing  area, 
h o l d  4 years: then destroy.  * I f  p o l i c y  has exp i red  b u t  s t i l l  app l i es  t o  a pending 
claim, p o l  i c y  should be placed w i t h  c l a i m  f i  l e  and he ld  u n t i  I c l a i m  i s  s e t t l e d .  
Once c la im  i s  sett1ed;policy should be r e t i r e d  w i t h  c l a i m  f i l e  for per iod  o f  t ime 

~~ 
~~ 

. ~ -4 ~~ ~~ ~- ~~~ c i a i m  f i  it? is+reid.--.--~~--~ ~ ~. ~~ . .. 

I 
I 
1 These instructions apply to a l l  prior and future accumulations of the series. 

. .  
1 

Date Date 

State Recofds Committee (Signaturel Date 
- 

I Pecommendations in para- 7 ' Of disapproved, attach letter 

1 
graph 12 are approved. 

of explanation.) Secretary of State/Designee 

State Auditor/Designee 

I u I Attornev General/Desianee 
1 I 

. -  I 
AR-50-71; Rev. 7 6  I R j 6 i  



__-- --. _I_ --=- 

- . * ,  
APPLlCAflON FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRET4RY OF STATE 

RECORDS MANAGEMENT DIVISION 
OEPARTMENT ARCH,VES ANO 

" I  

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th i s  form. Forward signed griginal to 
Department of Archim and Hfnory, Records blanagement Division. 330 Capitol Avenue, Atlanta, eorgia. 30334. 

: .  Attention: Scheduling Section. I I !  

FOR AGEMCY WE 1 !  

3 1 . -  Amllcatlon~n 

5-1 0-79 
4 I- 
, AmolioBtion Number 

1. Agency Address ' ' FOR RECOAOS MANAGEMENT USE 
Aoplicatim Numbor Georgia Pot-ts Au tho r i t y  

Finance D i v i s i o n  
Post O f f i c e  Box 2406 78- 2 qo-q 
Savannah. Georai a 31 402 Oate Hocaivld 08- 'hmDl81ed 

1 
- 

' i  67 

1 , 2 .  PsrKtntoContact Working Title Telephone Number 
- 

. .  
i i  be t W. Smithers l n s u r a n c e  Manaqer 964-1721, 296 1 

I 3. Action Reauested . 
1 a. a Eskoi~m Retention Schedulr; record will continue to accumulate. 

o oispora of pssent aceumutattbn: no further ammulation anti&patod. , 

Checkone: Change: 0 Supmecje: 0 Void 3 Amend Aootigtion No. ~ 78 -240 
. 2. Detes cf Soriss 5. Records brier Title Ifallowed by tiria rmd in office; 1- 

w Insurance Policies F i l e  
, &r:ies Latea 

; . 1961 To Date 
1 

What is the fWKtioh of t tb  Givision and the Office in which th i s  record series i s  aer ted? 

, : 
, i ' 

' i 

The D i r e c t o r  of Finance i s  responsib le  for  t h e  accounts of t h e  Au tho r i t y  and es tab l i shes  and 
mainta ins accounting nlethods and procedures f o r  t h e  Author i ty .  He approves a l l  expenses f o r  
t h e  D i rec to rs '  meetings; i s  responsib le  f o r  t h e  a u d i t i n g  and accounting prov is ions  of a l l  
cont racts ,  leases and agreements ~ 1.- o f  t h e  Au tho r i t y ;  provides p r o t e c t i o n  o f  t h e  assets w i t h  
adequate i n t e r n a l  cdn t ro l  pr'ocedures and assures proper insurance coverages f o r  t h e  Au tho r i t y ' s  
p roper t ies ;  and coordinates t h e  preparat ion o f  t h e  annual budget w i t h  t h e  var ious d i v i s i o n s .  
Under h i s  superv is ion,  monthly f i n a n c i a l  statements a re  publ ished and r e l a t e d  f i n a p c i a l  and 
cos t  data repo r t s  a re  prepared and d i s t r i b u t e d .  
h i s  responsibi I i t y  as we1 I as t h e  maintenance o f  a i  1 cont racts ,  leases and agreements of t h e  
Au tho r i t y  . 

The purchasing func t i on  i s  a l s o  a p a r t  Of 

4 1  
' 1  
I !  

7. Record Series Desuiption This file contains the foll&ing documents (include fwm numbersand titles, if  anyJ: 
Attach samples of the file. 
Insurance p o l i c i e s  cover ing G.P.A. 

I I-- I Documents mlatiq to: 

File is arranged: i A lphabe t i ca l l y  by company name. 

3 How often are records referred to whi 
1 !bare: 8. Monthly Refarena Rate 1 One to six months old 2oo ; Seven to tplve months old ; Thineen to twenty-four months old 

twenty-five mcnths and older 0 ? 

tettewize drawers ; Leqakize drawers ; Shelves ; Other IsmaYyl 1 Raw of Aaumularion of Rlcsrds 

I .  

\ *  

iP -30 -?7 .  Rav. 76 !OW) 

i ,  
L , .  



- t years. 
years. ~ 

years. f. Federal retention instructions years. 

4 
I 1 a. State ~ a w  - d Y - .  d. Audit period 1 1 5. Sr3tute of limitation years. e. Administrative need 

~ c. cr?dwal !aw 
1 .  

- . ~  ~~~~ ~ ~- ~ ~ ~~~. . ~ ~ ~ ~. I_~ .~~ ~~ ~ _ _  -~ . . ~ -  ~~~ ~ ~~ ~- . ._ 

. I  ! + Attach copy or excerpt of lava or Tegutations. Explain administrative need. ~ : ' ' ~ ~, 

. -  
D Transfer to State Arehives for permanent retention. 
)t qther izpecjfy) 

upon exDiration of policy.  remove from a c t i v e  f i l e  and p lace  i n  inac t ive  f i l e $  . .. 
cut  off i nac t ive  f i l e  a t  end of each f i s c a l  ~ year! then t ransf  ~- 
area, hold 4 years;  then destroy. 

! 
i 

- t o  l o c a l  holding i 

I 

These instrimions apply to a l l  prior and future accumulations of the series. 
! 

Iecommendations in para- 
raph 12 are approved. 
If disapproved, am& letter 
if expfanab'm.) 

.----I.-- I- ..--. - 
. ~ ~. . .  -~ ~~ 



1 . e .  

-, -"- 

APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECORDS MANAGEMENT, DIVISION 
DEPARTMENT AND 

2 -_-+ 

INSTRUCTIONS: See Publication No. 76-!3M-? for instructions on completing this form. Forward signeq original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenqe, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

1. Agency Address 1 Finance D i v i s i o n  
Georgia Ports Au tho r i t y  , 

FOR AGENCY USE 

9-13-78 

I -- __lll 

Application Date 

Post O f f i c e  Box 2406 
Savannah , Georgia 31402 

.- - 
Gplication Number 

27 
___ ~ -- - 

I - - - . - - - __ 
2. Person to Cantact Working Title 

La_l 

FOR RECORDS MANAGEMENT USE - ----. 
Application Number 

- 7 8  - 2 4 Q--- 
Date Received Date Completed 

Insurance Manager 964-1721 , 296 
~ -- =-- . p-===.==--%2---==--~-.z 

Robert W. Smithers I 
~ 

- =_~._I__ 
3. Action Requested 

a. K] EstaDiisn Retention Schedule; tecord will continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 
c. 0-Amend Amcation No. 

Latest 

-- --I -- 

Insurance Po l i c l ' esF i l e  - - ~ ~ - - - - - ~  __ 

4. Dates of Series 
Earliest 

CDivision and Office Function What i s  the function of the Division and the Office in which this record series is created? 
The D i rec to r  of Finance i s  responsible for  the  accounts of t he  Au tho r i t y  and establ ishes 
and maintains accounting methods and procedures f o r  t he  Author i ty .  
expenses f o r  t he  D i rec to rs '  meetings; i s  responsible f o r  t he  a u d i t i n g  and accounting 
prov is ions  o f  a l l  contracts,  leases and agreements o f  t he  Author i ty ;  provides p ro tec t i on  
of t he  assets w i t h  adequate i n t e r n a l  con t ro l  procedures and assures proper insurance 
coverages f o r  t he  Au tho r i t y ' s  p roper t ies ;  and coordinates the  preparat ion o f  the  annual 
budget w i t h  the  var ious d i v i s i o n s .  Under h i s  supervis ion,  monthly f i n a n c i a l  statements 
a re  publ ished and r e l a t e d  f inanc ia l  and cos t  data repor ts  a re  prepared and d i s t r i b u t e d .  
The purchasing func t i on  i s  a l so  a p a r t  o f  h i s  r e s p o n s i b i l i t y  as w e l l  as the  maintenance 
of a l l  contracts,  leases and agreements o f  t he  Author i ty .  

He approves a l l  

- - __ _I_ .--I- - - _ ~ -  ll_l_-_--. I 

?. Recard Series Description This file contains the following documents (include farm numbers and titles, if any): 
Attach samoles of the file. 

Documents relating to: Insurance p o l i c i e s  cover ing G.P.A. 

Included are: insurance p o l i c i e s  and r e l a t e d  correspondence. 

File i s  arranged: A lphabe t i ca l l y  by company name. 

--- __ - - - -  
3. Monthly Reference Rate 

One to six months old 

3. Annual Rate of Accumulation of Remrdr 

How often are records referred to which are: 
200 : Seven to twelve months old --; 100 Thmen to twenty-four months old ---; 3 

twentyfive months and older ' ' 7 :  
-I_- - _I.___ ____ - _ _ _  - - - -- -- I_-_ 

Letter-size drawers : Legalsize drawers 1 :Shelves ; Other (wecify) - 



q_l- I_ I c.&this a vital record? 4 
- 
____--- d. Does this - series have historical or long term researc_h&ue? i '  

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 
_ d a e n t s  be scheduled see0 aratelul 

- L l s t h e  informdon co ntained in t h i z & a r e r p u b U & & ~ f ~ m y .  
g. 'Is the information contained in th is  series ever analyzed and/or recorded in a summarized report? 
- I f - v e s a r h c s w v .  h 
h. Is there a duplication of th is  series in your office, or in another office or agency? 

~- - -__I __-__-__ 

11. Retention Requirements The following requires the series to be kept: 

a. State Law -- years. d. Audit period years. 
b. Statute of limitation ,-years. e. Administrative need 4 .years. 
c. Federal law -years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

*t 

. .  

. , .  . ,  

.-- 
. .  

i_-- 
I 

12. Anmved Disposition Instructions 

. . 

This agency recommends that  the file Jeries be cut otf a t  thb end of each: 

0 Calendar Year: & Fiscal Year: 0 Other -L.. , then, 

. . .  , .~ 

. .  
n! Hold in the currenffiles area -L-month(s) -~Is-!fear(s); 2 then 

Transfer to IoCel holding area, hold 2 '-year(s);then - . . .  0 Transfer to State Records Center; hold 

0 Transfer to State Archives for permanent retention. 

-year (s) ; then 
.~ [21 Destroy. . .  . 

=Other (Specify) 

Upon expiration of policy, remove from aqtive file and place in inactive file; 
cut off inactive file at end 6f each fiscal year; hold in current files area 
2 years; then transfer to local holding a-ea; hold 2 years; then destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
raph 12 are approved. 
I f  disapptovsd, attach letter 
sf explanation.) 


